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1. It is rejuested that the [ | 35-3 Clerk Typist positions 25X1A
in the Composition and Layout Sectdon, Reporbs Branch, Pui be
reclassified to 13-l Clerks (Typing and Proofreading). It is
25X1A further requested that the [ |35- Editorial Clerk {Proofreading)
positions in the same section be retitled alsoc to read (lerks
(Typing and Proofreading).

2. The above resuest is made for the following reasons:

a, To raise the level of these typists due to the nature
of their particular cuties, Tre typing in those positions
reguires more highly qualified typists, usin: clectromatic
typewriters, where the typlng is more exacting than the Lyplug
done By the 38«3 Clerk Typists in the other vranches of P,

b. Thess typists work on the final Fub product, Lyping
anto paper plates (fuplimat), stencils, ste, the finished
report of the Division as it is finally disseminated to cone
sumer offices of CIA and the IAC apencleg,

3¢ The reguested reclassification would also have the follow-
ing advantages to the operation of this Division:

a, It would help in the recruitment for these positions
since, according to the Clerical Placement Branch, 5-3 Ulerk
Typiste are becoming more scarce because of private indusiry
competition,

be It would provide an opportunity for advancement [or
thoge typists coming in as (3-38 who Decome quiockly dissatise
fled when they find that there is no immediate possibility
for advancerent, '

ce It woulii elisdnate t-e costly overtime now being

performed by the typists now on 3Juty since Giehs would be
easler to regruit,

e
Approved For Release 2003/12/04 : b%Lﬁ-OO?OGROOOZOM 20011-2



Approved For Releage 2003/12/04 : CIA-RDP81-00706R000200120011-2

de #aking the duties interchaa ecable would provide for
rotation ir duties to alleviate to sowe exteut the discontent
arising frou the aonotony of constant typing.

0. It would provide an incentive for those G8=3 Lypists
in the cther branches of FDU to increase their typing and
accuracy 8o thal they might transfer to this more exacting
work snd incresse thelr chances for advancemsnt,

4e Attached is the suggested jub description for establishing
these interchangeable duties,

Enel:

Suggested Job Description for
Clerk (Typing & Proofreading)
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